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The new Case Teaming functionality will allow for shared case work between the CFSA/Private Agency case 
carrying social worker and the Collaborative worker.  Unlike the Case Transfer where the case management 
responsibilities will transfer to the Collaborative agency via Case Transfer functionality and closed in 
FACES, the Teaming case will remain open in FACES and the CFSA Community Portal until further 
disposition. Collaborative worker’s Teaming Notes are accessible through FACES.NET. 
 
The Collaborative worker will create notes within the CFSA Community Portal which will detail case 
collaboration and family progress details.   Teaming notes entered within the CFSA Community Portal by 
Collaborative worker will automatically populate to FACES for CFSA/Private Agency case carrying social 
worker to view.  These Teaming Notes will be in FACES.NET under the Community-Based Prevention 
Services screen under the View Notes section.   
 
The following sections will include steps to creating a Teaming Case via FACES.NET.   

 
Pointers to Remember: 
1. The CFSA Case will remain open in FACES.NET and the CFSA Community Portal during the Teaming 

process.  
2. CFSA/Private Agency assigned social worker will be able to view Teaming Notes in FACES.NET for 

notes entered through the CFSA Community Portal by the Collaborative worker.  
3. Teaming notes should only be documented in FACES.NET and the CFSA Community Portal.  
4. The FACES.NET Household screen must be active.  
 

Section A:  How to create a New Teaming Case  
 
Steps include: 
First, place case in Focus 
 
Step 1:  Hold cursor over Case then Click Community-Based Prevention Services screen. 
 

 
Figure 1 
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Step 2:  Click New Teaming Case button. 
 

 
Figure 2 

 
Step 3:  View and confirm Household data. Click Next button.   
 

 
Figure 3 

 
Step 4: Complete applicable data on both the Household and Eligibility Information and Requested 

Services tabs. 
 
Step 5:  Click Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2:  Click New 
Teaming Case. 

3:  Click Next. 
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Step 6:  Request Approval.   
   

 

 
Figure 4 

 
Notes:   

• Upon Supervisory Approval, the New Teaming referral will automatically populate to the CFSA 
Community Portal, and the assignment to the Collaborative will be generated.   

• Status of referral will be noted under the Tracking History. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4:  Complete Household 
and Eligibility Information 

and Requested Services. 

6:  Request 
Approval. 

5:  Click Save.  
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Section B:  How to View Notes  
 
Steps include: 
First, place case in Focus 
 
Step 1:  Hold cursor over Case then Click Community-Based Prevention Services screen. See Figure 1 
 
Step 2:  Click View Notes button. 
 

 
Figure 5 

 
Step 3:  View Teaming Case Notes. 
 

 
Figure 6 

2: Click View 
Notes. 


